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DATE 2( Jetober 1955

a1l [ Jpases owo:  cos/ ]

C/FE
Chief, FE

JSNZRAL - Iogistics/Procurement
SPECIFIC - Iaformal Procedures for Cash Purchases

1, In the interest of econoryy, standardization, and efficiency, it is
rocernanded that[::]Bases adopt a procedure for open market purchases of
miner expendable itens vhereby the documentation reguired to substantiate
Lrdividiaal purchases is tl e only documentation recuired fer the purchase,
(i.c., climinate formal requisitions, purchase requests and formal delivery
HAOCQJLrbb) Such procedure should be restricted to purchases for thre
2ase's own use, of a value of 750,00 per line item or less, and must not be
used te alter established source of supply or modify regular stock issue
vrecedures,

2, Att:ched is a proposed procedure developed for irplemen-
taticn of the foregoing concepte.

3» Standard forms in use by the cover actlvities of the particular
basas are recommendeds If not obtainable locally, Support Base will supply.
So, ics of forms used by[::::::]are attached as exampla,

~rolesures: /s
2y Gtooer 1955

Dicztributions
A1l s w/encls,
2 - w/encls,
1 - C/ig w/encls,
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Gu.inal - ilething contained herein can be construed as recomiending the
sircunventing of any existing {UBadk regulation, This procedure is recom;,end-
vi-fer use for purchases of expendable supplies of a line iteni volue of 950,00
¢r Less for use by the purchasing base only.

Tl ese procedures prescribe by-passing the accountable officer, stock
roeerds, end usual receiving procedures, thus, it will be necessary fcr the
user and procurement officer to exercise diligence to insure that the pro-
cedurs is not used to obtain items of e nen-expendable nature, items nornally
stecied by the base supply activity or items normally grocurable from cover
orowUiduus depot sources, :

RAQUISTTICHING - There should be placed on file with the Supply and with
tihe Financs Cfficer a blanket re-ulsition covering a stated period, and in an
amcunt estimated to satisfy the reouirement for each allctment account for
expondable supplies and services of a minor nature normelly procured from cpen
raritet sources. This requisition to be used by the Finance Officer for-obli-
gaticn of staticn funds, and as authorization for advances to the Procurement
Cfficer. The recuisition will constitute the Procurement Officer's authority
“¢ effect purchases in lieu of formal purchase request, Individual raquests -
{fer ileis in the category covered by the blanket recuisition may be submitted,

s

¢ircetly to the rrocurement Officer either verbally or by memorandum,.

fUNDING - The Procurement Officer will usa existing advances or may be':i. &
=ivenced funds required for purchases of this type for each blanket requisi- "
ticit... Such funds to be advanced under tre autiority of the blaniet resuisitions,

DOCU: i TT.55 PURCLASES - The Procuremsnt Officer may d ocument such minor
vurchases by utilizing an interleaved sales slip type record, ideatifying -
icterials or services, user, and allotment clargesble, This docunent nay ove
usad te cobtain the vendors certificate of szle, or affix the certificate of ..i.7 -
nea-receipt of bills as prescribed | | ITa such cases, vendors' i I 25X
sai:s 5lips are not reguired, If neither of the certificates are applicable ™~ ™

or desirable the vendors sales slip should be obtained and attached to the REES
orizinal of trs docurent, The documentation used should be in .four (i) copies,

TIAGCIAL ACCQUNTING - The Procurement Officer will prepare, and submit -
reriodically to the Finance Officer, an accountinz which will consist of a -

schedule, listing purchase documeat, gencral nomenclature of items pdrchasedgj
amri dollar value, The Procurement Officer will coertify on the schedule that
the - cols or services were received, The schedule to be in four (%) copies,'

orlrinal only to the Finance Officer, with original of purchase documents in- . .~

al g <
vol\‘r‘,g.. ris accou?ﬁhnggto Fe;‘,éxsqq
obtligaticns, :

iy accounting for the advance and adjusting’ '
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i TE(JAL ACCOUNTING - Two copies of the schedule prepared for the Finsuce
fericanr will be submitted to the Accountable Officer iith the 2 copies of Lhe
surchase documentation including the one redeipted by the user. = [he Supply
O icer will voucher tlie schedule and process the docurent as both an acguisi-
tion and an issue. One copy of schedule and applicable purclase documents
will be foruvarded to SCC,

ATEZIAL DSLIVERY - One copy of the purchase document will be used in
licu of all other receiving and delivery records. A copy of this document
111 be delivered with the rmaterial or in anticipation of delivery of the
wntortale The person effacting the turnover of material to the user will
obtzin the user's signature and return the copy of the purchase docwient to

+he Frocurement Officer for appending to tie schedule of procurepents for-
vierded to the Accountable Officer,
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